| NSTRUCTI ONS FOR COVPLETI NG DD FORM 2564

1. |INITIAL DETERM NATIONS (Note: Initial Privacy Act requests
which are al so processed as initial FO A requests are to be
reported in this report as "FO A" requests and on the Annua
Privacy Act Report as "Privacy Act" requests.)

a. Total Requests: Enter into block 1.a the total
nunber of initial FO A requests that were COVPLETED duri ng
this reporting period. This nunber can include requests
received in the previous reporting period but responded to
in the current reporting period.

b. Guanted in Full: Enter into block 1.b the total nunber
of conpleted FO A requests that were granted in full during this
reporting period. This may include requests granted in ful
by your activity but requiring additional action by another
activity.

c. Denied in Part: (ONLY IDAs WLL REPORT HERE.) Enter
into block 1.c the nunber of conpleted FO A requests that were
denied in part based on one or nore of the nine FO A exenptions.
(DO NOT REPORT FEE WAI VER DENI ALS HERE.)

d. Denied in Full: (ONLY IDAs WLL REPORT HERE.) Enter
into block 1.d the nunber of conpleted FO A requests that were

denied in full based on one or nore of the nine FO A exenptions.
(DO NOT REPORT FEE WAI VER DENI ALS HERE. )

e. "Qher Reasons": Enter into block 1.e the total nunber
of FO A requests in which you were unable to provide all or part
of the requested information for one or nore of the "Qher
Reasons" described in paragraph 2.b bel ow

f. Total Actions: Enter into block 1.f the total nunber of
FO A actions taken during the reporting period by summ ng the
nunbers contained in blocks 1.b through 1.e. (NOTE: This sum
will be equal to or greater than the nunber contained in block
1. a.
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2. DEN ALS/ OTHER REASON RESPONSES

a. Exenptions Invoked on Initial Determnations: (ONLY
| DAs WLL REPORT HERE.) Enter into bl ocks 2a(b)(1) through
2a(b) (9) the nunber of tines an exenption was clained for each
initial request that was denied in full or in part. Since nore
t han one exenption may be cl ai med when responding to a single
request, the sum of blocks 2a(b)(1) through 2a(b)(9) wll be
equal to or greater than the sumof 1.c and 1.d. (NOTE
Exemption (b)(7) is now broken down to its six subcategories
(b) (7) (A) through (b)(7)(F)].

b. "OQher Reasons" clainmed on Initial Determnations:
The foll owi ng describes the circunstances when a FO A request is
not processed due to "Qther Reasons":

(1) No Records: Enter into block 2b.1 the nunber of
times a reasonable search of files failed to identify records
responsive to an initial FO A request.

(2) Referrals: Enter into block 2b.2 the nunber of
times a request was referred to another DON activity, DoD
conponent, or Executive Branch Agency for action.

(3) Request Wthdrawn: Enter into block 2b.3 the nunber
of tinmes a request was withdrawn by a requester.

(4) Fee-Rel ated Reason: Enter into block 2b.4 the
nunber of tinmes a FO A request could not be processed because
the requester was unwilling to pay fees associated with the
request, was past due in paynent of fees froma previous
request, or disagreed with the fee estinmate.

(5) Records Not Reasonably Described: Enter into block
2b.5 the nunber of tinmes a FO A request could not be acted upon
because a desired record had not been described with sufficient
particularity to enable a know edgeabl e DON official to |ocate
it by conducting a reasonabl e search.

(6) Not a Proper FO A Request for Sone Ot her Reason:
Enter into block 2b.6 the nunber of tinmes the requester failed
unreasonably to conply with procedural requirenents, other than
those fee-related issues discussed in paragraph 2.b(4) above,
i nposed by the FO A, regul ation and/or other published rules or
directives.
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(7) Not an Agency Record: Enter into block 2b.7 the
nunber of tinmes a requester was provided a response indicating
that the requested informati on was "not an agency record” within
t he neaning of the FO A

(8) Duplicate Request: Enter into block 2b.8 the
nunber of files closed because the requests were duplicative
of other requests already conpleted or currently in process,
and a response to the requester is unnecessary. (This nunber
i ncl udes identical requests received via different neans (e.g.,
el ectronic mail, facsimle, postal service mail, courier) at the
sane or different tines.)

(9) Oher (Specify): Enter into block 2b.9 the nunber
of times a FO A request could not be processed because the
requester did not conply with published rules, other than for
t hose reasons described in paragraphs 2.b(1) through 2. b(8)
above. A statenent explaining how the requester failed to
conply with published rules nust be detailed on a plain sheet
paper and attached to the DD Form 2564.

(10) Total: Enter into block 2b.10 the sum of bl ocks
2b. 1 through 2b.9. This sumw ||l be equal to or greater than
the nunber reported in block 1.e since nore than one "Q her
Reason” may be clainmed on a FO A request.

c. (b)(3) Statutes Invoked on Initial Determ nations
(ONLY | DAs WLL REPORT HERE.) Report here infornmation about
each statute cited to support a (b)(3) denial, in whole or in
part, of a responsive docunent. Ensure that, when citing to a
(b)(3) statute, you include the specific sections of the statute
that are invoked. See enclosure (3) for a sanpling of (b)(3)
statutes. NOTE: The sum of the total nunber of instances in
which (b)(3) statutes were invoked will be equal to or greater
t han the nunber contained in block 2a(b)(3).

(1) (b)(3) Statute Clained: Enter into block 2.c under
"(b)(3) STATUTE CLAIMED' the title of the (b)(3) statute clai nmed
to support each (b)(3) exenption invoked in response to a FOA
request.

(2) Number of Tines Statute Cained: Enter into block
2.c under "NUMBER OF | NSTANCES" the nunber of tinmes each (b)(3)
statute is clained.
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(3) (b)(3) Statute Upheld in Court?: Enter into
bl ock 2.c under "COURT- UPHELD? (Yes or No)" a notation as to
whet her the statute has been upheld in a court hearing.

(4) Description of Wthheld Material: Enter into
bl ock 2.c under "CONClI SE DESCRI PTI ON OF MATERI AL W THHELD' a
detail ed description of the material withheld in each instance
of the statute's use.

3. APPEAL DETERM NATI ONS (ONLY OGC AND JAG W LL REPORT HERE)

a. Total Requests: Enter into block 3.a the total
nunber of FO A appeal s that were COVPLETED during this
reporting period. (This nunber can include appeal s received
in the previous reporting period but responded to in the
current reporting period.)

b. Ganted in Full: Enter into block 3.b the tota
nunber of conpleted FO A appeals that were granted in full
during the fiscal year reporting period.

c. Denied in Part: Enter into block 3.c the nunber of
conpl eted FO A appeals that were denied in part based on one
or nore of the nine FO A exenptions. (DO NOT REPORT FEE
WAl VER DENI ALS HERE. )

d. Denied in Full: Enter into block 3.d the nunber of
conpl eted FO A appeals that were denied in full based on one
or nore of the nine FO A exenptions. (DO NOT REPORT FEE
WAI VER DENI ALS HERE.)

e. "Qher Reasons": Enter into block 3.e the total
nunber of FO A appeals in which you were unable to provide
all or part of the requested information for one or nore of
the reasons described in item4.b bel ow

f. Total Actions: Enter into block 3.f the total nunber
of FO A appeal actions taken during the reporting period by
sunm ng the nunbers contained in bl ocks 3.b through 3.e.
(NOTE: This sumw || be equal to or greater than the nunber
contai ned in block 3.a.
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4. APPEAL DEN ALS/ OTHER REASON RESPONSES (ONLY OGC AND JAG W LL
REPORT HERE. )

a. Exenptions |Invoked on Appell ate Determ nations: Enter
into blocks 4a(b)(1) through 4a(b)(9) the nunber of tines an
exenption was clainmed for each appeal that was denied in full or
in part. Since nore than one exenption may be cl ai med when
responding to a single appeal, the sumof blocks 4a(b)(1)

t hrough 4a(b)(9) will be equal to or greater than the sumof 3.c
and 3.d. (NOTE: Exenption (b)(7) is now broken down to its siXx
subcategories (b)(7)(A through (b)(7)(F)].

b. "OQher Reasons" clai ned on Appel |l ate Determ nations:
The followi ng descri bes the circunstances when a FO A appeal is
not processed due to "Qther Reasons":

(1) No Records: Enter into block 4b.1 the nunber of
times a reasonable search of files failed to identify records
responsive to a FO A appeal .

(2) Referrals: Enter into block 4b.2 the nunber of
times a FO A appeal was referred to another DON activity, DoD
conmponent, or Executive Branch Agency for action.

(3) Request Wthdrawn: Enter into block 4b.3 the nunber
of tinmes an appeal was w thdrawn by an appel |l ant.

(4) Fee-Rel ated Reason: Enter into block 4b.4 the
nunber of times a FO A appeal could not be processed because the
appellant was unwilling to pay fees associated with the appeal,
was past due in paynent of fees froma previous request/appeal,
or disagreed with the fee estimte.

(5) Records Not Reasonably Described: Enter into block
4b. 5 the nunber of times a FO A request could not be acted upon
because a desired record had not been described with sufficient
particularity to enable a know edgeabl e DON official to |ocate
it by conducting a reasonabl e search

(6) Not a Proper FO A Request for Sone O her Reason:
Enter into bl ock 4b.6 the nunber of tinmes the appellant failed
unreasonably to conply with procedural requirenents, other than
those fee-related issues discussed in paragraph 4.b(4) above,
i nposed by this Instruction and/or other published rules or
di rectives.
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(7) Not an Agency Record: Enter into block 4b.7 the
nunber of tinmes a requester was provided a response indicating
that the requested information was "not an agency record” within
the neaning of the FOA and this Instruction

(8) Duplicate Appeal: Enter into block 4b.8 the
nunber of files closed because the appeals were duplicative of
anot her appeal already conpleted or currently in process, and a
response to the appellant is unnecessary. (This nunber includes
i dentical appeals received via different means (e.g., eletronic
mail, facsimle, postal service mail, courier) at the same or
different tines.)

(9) OQher (Specify): Enter into block 4b.9 the nunber
of tinmes a FO A appeal could not be processed because the
appel l ant did not conply with published rules, other than for
t hose reasons described in paragraphs 4.b(1) through 4.b(8)
above. A statenent explaining how the appellant failed to
conply nmust be detailed on a plain sheet paper and attached to
t he DD Form 2564.

(10) Total: Enter into block 4b.10 the sum of bl ocks
4b. 1 through 4b.9. This sumw ||l be equal to or greater than
t he nunber reported in block 4.e since nore than one "Q her
Reason” may be clainmed on a FO A appeal

c. (b)(3) Statutes Invoked on Appell ate Deterninations
Report here information about each statute cited to support a
(b)(3) denial, in whole or in part, of a responsive docunment on
appeal. Ensure that, when citing to a (b)(3) statute, you
i nclude the specific sections of the statute that are invoked.
NOTE: The sum of the total nunber of instances in which (b)(3)
statutes were invoked will be equal to or greater than the
nunber contained in block 4a(b)(3).

(1) (b)(3) Statute Clained: Enter into block 4.c under
"(b)(3) STATUTE CLAIMED' the title of the (b)(3) statute clained
to support each (b)(3) exenption invoked in response to a FO A
appeal .

(2) Nunmber of Tines Statute Cained: Enter into bl ock

4.c under "NUMBER OF | NSTANCES" the nunber of tinmes each (b)(3)
statute is clained.
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(3) (b)(3) Statute Upheld in Court?: Enter into block
4. c under "COURT- UPHELD? (Yes or No)" a notation as to whether
t he statute has been upheld in a court hearing.

(4) Description of Wthheld Material: Enter into bl ock
4.c under "CONClI SE DESCRI PTI ON OF MATERI AL W THHELD' a detail ed
description of the material wthheld in each instance of the
statute's use.

(5) Nunber of Appeals Received: Enter into block 6
t he nunber of appeal s RECEI VED during the reporting period,
di sregarding the word "initial."

5. NUMBER AND MEDI AN AGE OF PENDI NG | NI TI AL REQUEST FI LES. The
medi an age of pending requests shall be cal cul ated using the
nunber of days fromrequest receipt to the end of the reporting
peri od.

a. Exanple of Median Calculation: [If given five cases aged
10, 25, 35, 65, and 100 days fromdate of receipt, the total
nunber of requests pending is 5 and the nedian age is the mddle
nunber (not the average) in this set of nunbers (i.e., "35").
NOTE: |If the nunber of pending cases equal s an even nunber, the
nmedi an age is then the average of the two m ddl e nunbers.

b. Mean (average) Values: |If an activity believes
that "average" (mean) processing tine is a better neasure of
performance, that activity is encouraged to report the "nean"
val ue as a separate attachnent to the DD Form 2564. This
report, however, does not negate the requirenent to report the
nmedi an value as well. However, the nean value will not be
i ncluded in the consolidated DON report to DOD unl ess al
Echelon 2 activities and CMC (ARAD) report it.

c. Accuracy of Calculations: Activities nust ensure the
accuracy of calculations. As a backup, the raw data used
to performcal cul ati ons shoul d be recorded and preserved.
This will enable recal cul ati on of nedi an and nean val ues as
necessary. NO9B30 or Echelon 2 activities nay require
subordinates to forward raw data, as deened necessary and
appropri ate.
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d. Nunber of Initial FO A Cases Pending:

(1) Enter into block 5.a(1l) the total nunber of open,
pending initial FO A requests on file with your activity at the
start of the reporting period. (NOTE: The nunber of pending
requests at the beginning of the current reporting period should
be the sane as the nunber of pending requests at the end of the
previ ous reporting period).

(2) Enter into block 5.a(2) the total number of open,
pending initial FOA requests on file wth your activity at the
end of the reporting period.

e. Median Age of Pendi ng Request Files:

(1) Enter into block 5.b(1) the nedian age (in days,
i ncl udi ng hol i days and weekends) of pending initial FO A
requests on file with your activity at the start of the
reporting period. (NOTE: The nedian age of pending requests
at the beginning of the current reporting period should be the
sane as the nedian age of pending requests at the end of the
previ ous reporting period).

(2) Enter into block 5.b(2) the nedian age (in days,
i ncl udi ng hol i days and weekends) of pending initial FOA
requests on file with your activity at the end of the reporting
peri od.

6. TOTAL NUMBER OF | NI TI AL REQUESTS RECEI VED DURI NG THE CURRENT
REPORTI NG PERI OD. Enter into block 6 the total nunber of

initial FO A requests received during the current reporting
period. (NOTE: This should not be the sane nunber as that
reported in block 1.a which recorded the nunber of conpleted
requests.)

7. TYPES OF I NI TIAL REQUESTS PROCESSED AND MEDI AN AGE
Information is reported for three types of initial requests
conpl eted during the reporting period by type (Si nple, Conplex,
and Expedited Processing). The following itens of information
are to be reported for each category of requests:

a. Total Nunber of Initial Requests (Sinple). Enter into
bl ock 7.a under "TOTAL NUMBER OF CASES' the nunber of initial
requests processed as "Sinple" and conpl eted during the
reporting period.
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b. Total Nunber of Initial Requests (Conplex). Enter into
bl ock 7.a under "TOTAL NUMBER OF CASES" the nunber of initial
requests processed as "Conpl ex" and conpl eted during the
reporting period.

c. Total Nunber of Initial Requests (Expedited Processing).
Enter into block 7.a under "TOTAL NUMBER OF CASES' the nunber
of initial requests processed as "Expedited Processing” and
conpl eted during the reporting peri od.

d. Median Age (Sinple). Enter into block 7.a under the
headi ng "MEDI AN ACGE (DAYS)" the nedi an nunber of cal endar days
(i ncludi ng weekends and hol i days) required to process those
"Si npl e" requests conpleted during the reporting period.

e. Median Age (Conplex). Enter into block 7.a under the
headi ng "MEDI AN AGE (DAYS)" the nedi an nunber of cal endar days
(i ncludi ng weekends and holidays) required to process those
"Conpl ex" requests conpl eted during the reporting peri od.

f. Median Age (Expedited Processing). Enter into block 7.a
under the headi ng "MED AN AGE (DAYS)" the nedi an nunber of
cal endar days (including weekends and holidays) required to
process those "Expedited Processing"” requests conpleted during
the reporting period.

8. FO A FEES COLLECTED FROM THE PUBLIC. Enter into block 8 the
total amount of FO A processing fees collected fromthe public
during the reporting period.

9. FA A PROGRAM COSTS

a. Nunber of Full Tine Staff: Enter into block 9.a the
nunber of personnel dedicated to working FOA full tine during
the fiscal year, expressed in work-years (nmanyears).

b. Salary Costs of Full Tine Staff: Total the salary
costs of each full tinme staff nmenber reported in paragraph 9.a
Mlitary personnel salary costs will be calcul ated using the
provi ded Conposite Rate Chart. Cvilian personnel salary costs
w Il be cal culated using your local OPMsalary table for their
grade with 16% added for benefits. NOTE: This figure will be
used to calculate the Total Program Cost reported in block 9.d
of DD Form 2564.
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c. Nunber of Part Tine Staff: Enter into block 9.b
t he nunber of work-years (manyears) for part-tine staff and
i ncidental hourly personnel utilized for FO A processing during
the fiscal year. One work-year (manyear) is conprised of 2,080
hours. See sanple table in paragraph 9.e bel ow

d. Salary Costs of Part Tine Staff: Enter the total salary
costs of part-tinme and incidental hourly personnel reported in
paragraph 9.c. Part-tinme enployee salary costs wll be
cal cul ated using the Conposite Rate Chart for mlitary personnel
and the OPM sal ary table for their grade plus 16%for civilian
enpl oyees. Incidental hourly enployee salary costs wll be
calcul ated by totaling itens 4 through 7 from applicable DD
Forns 2086 and 8086-1. For exanple: total search costs plus
total review excising costs plus total correspondence and forns
preparation costs plus total coordination of approval/denia
costs plus total other activity costs equals total incidental
hourly enpl oyee salary costs (by hours) which are then
translated to work-years. NOTE: This figure will be used to
cal cul ate the Total Program Cost reported in block 9.d of DD
Form 2564. See sanple table in paragraph 9.e bel ow

e. Sanple Table: A sanple table to cal culate hours and
salaries for part-tinme and incidental hourly personnel follows:

Enpl oyee # Hrs Wor k Sal ary Not e
Wor ked Year s
J.Q Public .33 $13, 386. 78 GS-9 paral egal working in

| egal office who dedicates
1/3 of his work hours daily
to FO A processing.

H. S. Student . 25 $4, 640. 87 GS-2 after-school, part-tine
enpl oyee working in FO A
of fi ce who dedi cates 2 hours
daily to FO A processing.

CPL U.S. Marine .25 $6, 621. 25 E-4 military enlisted working
in mailroomwho dedi cates
1/ 4/ of his work hours daily
to FO A processing.

RADM | . D. Authority .01 $1, 122. 60 O6 mlitary officer |DA who
dedi cates 1% of his work
hours daily to FO A i ssues.

I ncidental Hrs. 7,180 3. 45 $86,160.00 ) This information taken from
(Clerical $12.00/ hour) ) itens 4 through 7 of DD Forns
) 2086 and 2086-1 for inci-
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Incidental Hrs. 13,693 6.58 $342,325.00
(Professional $25.00/ hour)

) dental enpl oyees who work
) FO As hourly by specific
) tasking.*

I nci dental Hrs. 987 .47 $44,415.00 )

(Executive $45. 00/ hour) )

(*NOTE: total search hours plus total review hours plus total correspondence
preparation hours plus total coordination of approval/denial hours plus tota
other activity hours equals total incidental hours worked.)

f. Estimated Litigation Costs: Enter into block 9.c your
best estinmate of litigation costs for the fiscal year, both at
the adm nistrative and appell ate |evels.

g. Total Cost of FO A Program Operation: The total cost
for FO A program operation shall be determ ned as foll ows.

Step 1: Sumtotal costs calculated in paragraphs 9.b
and 9.d (TOTAL SALARY COSTS).

Step 2: Sumitens 8 through 12 of applicable DD Forns
2086 and 2086-1 ( TOTAL OPERATI NG COSTS) .

Step 3: Add suns fromsteps 1 and 2. Miultiply total by
25% to obtain overhead cal cul ation

Step 4: (OPTIONAL) Total of routine costs processed.
Activities which process routine kinds of requests may find it
econom cal to devel op an average cost factor for processing
repetitive routine requests, rather that tracking individual
costs of each request processed. Care should be exercised so
that routine request costs are conprehensive to include a 25%
over head.

Step 5. Enter into block 9.d the sumof the totals for
steps 1, 2, 3, and 4.

Encl osure (2)
11



